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1804.7003–5 Retention documentation. 

The contracting officer of the trans-
ferring installation shall retain for per-
manent file a copy of the approvals and 
concurrences required by 1804.7002, the 
transfer acceptance letter of the con-
tracting officer of the receiving instal-
lation, and any additional documents 
necessary for a complete summary of 
the transfer action.

1804.7004 Responsibilities of the con-
tracting officer of the receiving in-
stallation.

1804.7004–1 Pre-transfer file review. 

The contracting officer of the receiv-
ing installation shall review the con-
tract, letters of request, actions in 
process, and other related files and to 
request corrective action, if necessary, 
before the official transfer of the con-
tract. This review may be waived by 
written notification to the contracting 
officer of the transferring installation.

1804.7004–2 Post-transfer actions. 

The contracting officer of the receiv-
ing installation shall— 

(a) Provide the contracting officer of 
the transferring installation written 
acceptance of contract responsibility 
and receipt of the contract files; 

(b) Inform all offices affected within 
the installation of the receipt of the 
contract; 

(c) Appoint new contracting officer’s 
technical representatives, as necessary; 

(d) Issue a contract modification to 
provide for the administrative changes 
resulting from the transfer action (e.g., 
identifying offices responsible for per-
forming contract administration and 
making payment and the office to 
which vouchers, reports, and data are 
to be submitted); 

(e) Provide copies of the contract 
documents to affected installation of-
fices; and 

(f) If appropriate, supplement the let-
ter of request to the Government agen-
cy providing contract administration 
services to reflect the changes result-
ing from the transfer action. The sup-
plement may terminate or amend an 
existing contract administration sup-
port arrangement or may request sup-
port in additional areas.

Subpart 1804.71—Uniform Acquisi-
tion Instrument Identification

1804.7100 Scope of subpart. 
This subpart contains the procedures 

for uniform numbering of NASA solici-
tations, contracts (including letter 
contracts), purchase orders (including 
requests to other Government agen-
cies), basic ordering agreements, other 
agreements between the parties involv-
ing the payment of appropriated funds 
or collection of funds for credit to the 
Treasury of the United States, and 
modifications or supplements to these 
instruments.

1804.7101 Policy. 
(a) Contractual documents shall be 

numbered with approved prefixes and 
serial numbers as prescribed in this 
subpart. If other identification is re-
quired for center purposes, it shall be 
placed on the document in such a loca-
tion as to clearly separate it from the 
identification number. 

(b) The identification number shall 
consist of not more than 11 alpha-nu-
meric characters positioned as pre-
scribed in this subpart and shall be re-
tained unchanged for the life of the 
particular instrument.

1804.7102 Prefixes. 
(a) Approved prefixes are as follows:

Installation Contract 
prefix 

Purchase 
order prefix 

Ames Research Center ............... NAS 2 ....... A 
Dryden Flight Research Center .. NAS 4 ....... E 
Glenn Research Center at Lewis 

Field.
NAS 3 ....... C 

Goddard Space Flight Center ..... NAS 5 ....... S 
Headquarters ............................... NASW ....... W 
Lyndon B. Johnson Space Cen-

ter.
NAS 9 ....... T 

John F. Kennedy Space Center NAS10 ...... CC 
Langley Research Center ........... NAS 1 ....... L 
George C. Marshall Space Flight 

Center.
NAS 8 ....... H 

NASA Management Office-JPL .. NAS 7 ....... WO 
John C. Stennis Space Center ... NAS13 ...... NS 
Space Station Program Office .... NAS15 ...... K

(b) The contract prefix shall be used 
for the following documents: 

(1) Contracts, including letter con-
tracts, indefinite-delivery contracts, 
utilities, leases of real property and re-
newals. 

(2) Easements. 
(3) Basic ordering agreements. 
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(4) Other written agreements involv-
ing payment or receipt of funds not 
covered by 1804.7102(e). 

(c) Contracts totally funded under re-
imbursable arrangements with the de-
partment of Energy shall use a DEN 
prefix instead of the NAS prefix (e.g., 
DEN 8 for Marshall). 

(d) Space Act agreements awarded 
under the authority of Section 203(c)(5) 
or 203(c)(6) of the Space Act shall use 
an NCA prefix instead of the NAS pre-
fix (e.g., NCA 8 for Marshall). 

(e) The purchase order prefix shall be 
used for purchase orders (including 
blanket purchase agreements) and re-
quests to other Government agencies 
to furnish supplies or services. 

(f) Solicitations shall be numbered in 
accordance with installation proce-
dures, except that in all cases the iden-
tifying number shall begin with the 
portion of the installation’s contract 
prefix following ‘‘NAS.’’

(g) If a prefix is required for an in-
stallation or office not listed in this 
section, a request for a prefix assign-
ment shall be submitted to the Head-
quarters Office of Procurement (Code 
HS). 

[61 FR 40539, Aug. 5, 1996, as amended at 63 
FR 32763, June 16, 1998; 64 FR 19926, Apr. 23, 
1999]

1804.7103 Serial numbers. 
(a) Installations shall number con-

tracts and agreements identified in 
1804.7102(b) serially by fiscal year. The 
serial number shall be five digits begin-
ning with a two-digit fiscal year identi-
fier followed by a three digits com-
mencing with ‘‘001’’ and continuing in 
succession. For example, the first con-
tracts awarded by Ames Research Cen-
ter in fiscal year 1997 shall be num-
bered NAS 2 97001 and NAS 2 97002. Fis-
cal year identification is optional for 
Space Act agreements. 

(b) Serial numbers for purchase or-
ders shall be assigned serially without 
fiscal year identification. When the se-
ries of numbers exceeds five digits 
(over 99,999), a new series shall be used, 
beginning the series with number ‘‘1’’ 
and followed by the capital letter ‘‘A.’’ 
Should additional series become nec-
essary, they will be distinguished by 
the capital letters ‘‘B,’’ ‘‘C,’’ and so 
forth, as may be required, except that 

the letters ‘‘I’’ and ‘‘O’’ shall not be 
used. 

[61 FR 40539, Aug. 5, 1996, as amended at 66 
FR 53546, Oct. 23, 2001]

1804.7104 Modifications of contracts 
or agreements. 

(a) Modifications of definitive or let-
ter contracts or agreements shall (1) 
bear the same identification as the 
contract or agreement being modified 
and (2) be numbered consecutively for 
each contract or agreement, beginning 
with Modification Number 1, regardless 
of whether the modification is accom-
plished by unilateral or bilateral ac-
tion. Except for termination notices, 
modifications shall be effected by the 
use of Standard Form 30, Amendment 
of Solicitation/Modification of Con-
tract. 

(b) Definitive contracts superseding 
letter contracts shall retain the same 
contract number as that originally as-
signed to the letter contract. Actions 
definitizing letter contracts are consid-
ered modifications and shall be as-
signed modification numbers in accord-
ance with paragraph (a) of this section.

Subpart 1804.72—Review and Ap-
proval of Contractual Instru-
ments

1804.7200 Contact review by Head-
quarters. 

(a) Requests for approval of contracts 
and supplemental agreements by the 
Assistant Administrator for Procure-
ment shall be submitted to the Head-
quarters Office of Procurement (Code 
HS) in sufficient time to allow a min-
imum of 15 days for review. 

(b) Each request for approval shall be 
accompanied by (1) five copies of the 
contractual document, one of which 
has been executed by the contractor 
and contracting officer, and (2) the offi-
cial contract file containing the appro-
priate documentation as set forth in 
FAR 4.803(a). However, for the items 
specified in FAR 4.803(a) (10), (11), and 
(12), the contracting officer shall pro-
vide documentation pertaining only to 
the successful offeror; and, in lieu of 
the items specified in FAR 4.803(a)(26) 
(ii) and (iii), the contracting officer 
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